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How to respond to a notice 
ASIC Regulatory Portal user guide | Version 1.4, August 2026 

 

The steps below describe how to provide a formal response for a notice. 

If you want to ask a question in writing before you provide the formal response, you can send a 
message about the notice through the portal. See user guide ’How to send a message about a 
notice’ in our FAQs about messages, notifications and official notices. 

Log in and select an entity 

1. Log in to the ASIC Regulatory Portal. 

2. This will open the Select entity page, which will list all your current connections. To view and 
respond to notices for an entity you can either: 

A Select an entity from your list of current connections to access the entity’s dashboard. 
Then click Notices in the top navigation bar; or 

B Click the triangle shaped Notices icon for the entity whose notices you wish to view. 

 
Note: The number on the triangle icon indicates the number of unread notices. 

https://regulatoryportal.asic.gov.au/faq/#514
https://regulatoryportal.asic.gov.au/
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View notices  

3. This will take you to the Notices page. Click the notice you wish to respond to.  
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Prepare your response 

4. Click Formally respond to this notice. This will launch a Respond to an Official ASIC Notice 
transaction. 
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5. Click on the Create a folder button to create a folder to start your response. 

 

6. Name the folder. If needed, click Rename to change the name of the folder. Click on the 
named folder to start uploading files. 
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7. Enter any comments to explain the uploaded files. Click Select file to choose files to upload 
to your notice response or drag and drop files into the box outlined with a dotted line.  

 

 
Note: The comments field can contain up to a maximum of 3000 characters.  
You can upload unlimited attachments to your response (500 GB maximum per file). 
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Click the Upload files button once you have finished selecting files to upload. 

 
 

8. Files uploaded will be marked as Complete. If the file fails to upload, remove the file and 
select the file again (step 7). Click Next to navigate through the transaction. You can also 
click Save and close and return to complete the response later. 
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9. Click New folder to add additional folders to organise your notice response by section or 
part. Follow steps 6 to 8. 

10. Once all folders have been created and files uploaded, click Save and continue. 
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11. Review the folder structure and contents. Click Back to go to the previous page to edit 
the names and contents of the folders or click Next to continue. 
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Declaration and submission 

12. Read the declarations, then click Submit. 
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13. Once you have submitted the notice response, a confirmation page is displayed that 
includes a reference number for your own records. Click Return to Notice record. The status of 
the notice will then be updated on the Notices page. 

 

 

Different statuses of notices in the portal explained: 

• Response required – The formal response has not yet been submitted to ASIC via the 
portal. 

• Response submitted – The formal response has been submitted to ASIC. 

• Completed – ASIC has determined that no further response is required for the notice. 

• Withdrawn by ASIC – ASIC has withdrawn the notice. This can only occur before the 
notice is ‘Completed’. 
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